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Job Description


Post title: Communications and Marketing Project Manager
Date last updated/evaluated: January 2025
Author: Keith Godfrey, Professor of Epidemiology & Human Development 
School / Department:			Human Development & Health
Faculty / Directorate:			Faculty of Medicine
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Keith Godfrey
Post line report(s):			None
Post base location:			Hybrid: Campus / Home : University Hospital Southampton 

Job purpose: 	To develop, manage and deliver communications and marketing outputs for the Preconception and Interpregnancy Health Theme of the National Institute for Health and Care Research (NIHR) Maternity Disparities Consortium. You will be responsible for producing high-impact and high-quality content of a sometimes sensitive nature across digital and traditional channels. These will be tailored to our complex audiences spanning researchers, health and care professionals, policymakers and the public. Your work will support the activities of the consortium’s Preconception and Interpregnancy Health theme, and the wider work of NIHR infrastructure in the University of Southampton’-University Hospital Southampton partnership.

Key accountabilities and indicative time allocation:
1. 25%
Apply a full understanding of the Communications and Marketing field to manage and deliver a range of complex work activities to support the outcomes of the consortium’s Preconception and Interpregnancy Health theme and when working with other parts of NIHR infrastructure.
To be responsible for the provision of professional communications expertise to lead the organisation, planning, development and delivery for selected communications activities to meet Theme objectives. Ensure accuracy and quality of presentation, to meet the diverse needs of stakeholders.
2. 20%
Manage and deliver short and medium-term projects, work assignments and process changes, and/or contribute to longer-term or more significant specialist projects and change programmes producing communication outputs which demonstrate the scientific value and patient benefits of health research, liaising with researchers, clinical advisors and wider NIHR infrastructure.
3. 10%
Manage and deliver defined administrative and specialist support functions. Define, develop, review and refine working practices to meet service and/or quality standards and objectives.
Develop and execute appropriate dissemination strategies for communication outputs, including the production of communications copy and calls to action on websites, social and digital media.
4. 10%
Use discretion and judgement to select from or adapt existing processes and procedures to achieve outcomes. Provide professional and specialist advice, guidance and recommendations on broadly defined, complex issues to support informed decision-making and/or service delivery.
Coordinate responses to external enquiries, as appropriate, in liaison with other partners such as the NIHR Biomedical Research Centre: Southampton.
 
[bookmark: _Hlk187072731]Analyse scientific research information and produce appropriate outputs and content for relevant audiences.
5. 10%
Analyse, evaluate and interpret specialised information, data or concepts. Identify gaps in understanding, and sources of information to fill these. Identify themes, consider implications and propose or develop solutions as appropriate.
Measure outcomes of communications and events activities, carry out detailed analyses and help assess complex situations and problems. Evaluate activities and put forward recommendations.
6. 10%
Proactively work with and influence peers and other colleagues to help achieve objectives and coordinate administrative or specialist support activities across different parts of the NIHR Maternity Disparities Consortium. To be a member of NIHR South Central Communications working group(s) to coordinate activities with wider activities in the region.
To attend internal and external meetings to ensure that Theme issues are appropriately represented and reported.
7. 10%
Work closely with the Senior Communications and Impact Manager at the Southampton Centre for Research Engagement and Impact (located within University Hospital Southampton NHS Foundation Trust) and with the Maternity Disparities Consortium Communications Manager to ensure communications and marketing outputs complement broader health research communications across the university-hospital partnership and align where possible with other NIHR infrastructure nationally and in the region, including the NIHR Biomedical Research Centre, NIHR Clinical Research Facility and NIHR Applied Research Collaboration Wessex.
8. 5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
Communications colleagues both internally and across NIHR, including the Maternity Disparities Consortium Communications Manager 
Theme members within the NIHR Maternity Disparities Consortium
Partners in the Southampton Centre for Research Engagement and Impact
Stakeholders such as public contributors, researchers, funders, academic institutions and healthcare providers as well as other interested members of the public
Press and media, both national and specialist
External agencies


Special requirements:
There may be a need for travel to other NIHR Centres or occasional overnight stays to attend meetings and/or events



Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Substantial and authoritative practical knowledge and experience in the required operational discipline (communications and marketing, media or journalism), supported by general theoretical understanding of health research related communications and marketing.
· The required level of knowledge and understanding will normally have been gained through some or all of the following:
· Considerable work experience
· Vocational training
· Formal qualification(s) equivalent to Level 5 or 6 of the Regulated Qualifications Framework e.g. foundation degree or degree with honours, or Level 5 or 6 award, certificate, diploma, NVQ.
· Proven high level communication skills, obtained through representational, influencing and/or negotiating activities.
· Demonstrable work experience in a communications/external relations/public relations/marketing role focused on communications activities and campaigns (agency or client-side).
· Able to apply an awareness of principles and trends in the communications and marketing field and an awareness of how this affects activities in the NIHR.
Desirable
· Membership of relevant professional body.
· Familiarity with software used in the team, e.g. tools within Adobe Creative Cloud, Canva, Google Suite and web publishing, including content management systems; familiarity with use of e-marketing, social media platforms and scheduling tools; and analytics tools.
· Knowledge and experience of the NHS and/or health and care research community, including communications and/or writing role in a scientific or medical setting
· Conversant with Google applications e.g. email, Google docs, Google analytics

Teamwork and Communication
Essential
· Collaborates effectively, understanding the strengths and weaknesses of colleagues.
· Works proactively with colleagues and other stakeholders, within and beyond the University, to achieve outcomes.
· Communicates effectively to develop understanding and achieve cooperation.
· Provides clear specialist advice, guidance and recommendations on complex issues.
· Capacity to speak and write fluently, concisely and succinctly and experience of writing for broader audiences.
· Strong digital communication skills including web and social media.

Planning, Organisation and Resource Management
Essential
· Plans and progresses a range of work activities within broad professional guidelines and established University policies and procedures.
· Formulates development plans to meet current skill requirements.
· Ability to help plan and organise individual and/or team activity with an appreciation of longer-term issues, ensuring plans complement and feed into broader operational plans.
· Ability to develop and manage procedures for managing complex approval processes.
· Ability to work to tight deadlines, managing your own time effectively.
Desirable
· Project management skills gained through previous work experience to facilitate operational changes

Problem Solving and Initiative
Essential
· Develops detailed understanding of long-standing and/or complex problems and applies professional knowledge and experience to resolve them.
· Demonstrates an awareness of principles and trends in a professional or specialist field and awareness of how this affects activities in the NIHR.
· Ability to take a strategic view of communications and dissemination activity.
· Ability to generate new ideas and suggestions for change.




Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact					Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Not applicable
Lone working								Not applicable
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Not applicable

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^					Not applicable
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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